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From : Records Administration H¢ficer, DDY
Subject: Office of Rocord

1. At one of our reccut msetings there was o sl floent
interest in the role of the “offioce of record" in records sdainie
stretion. The following remmrks ave submnitted for your guidance in
ueing this concepd.

2. Any organizationsl elemwnil that crestes or recclves recoyds
in tha proeees of carrying out ite asgigned funchions and responei-
bilities normmlly becomes the office of record for documenting auch
sctivities. Offices of racord in CIA range from the lummdinte offices
of the Director and his Daputies Sown thyough those of heads of
Offices and Chiefs of Stalfs, Divisions end Branches.

3. The functions and responsibilities of organiwationel elemonts
ure defined in gensrel berms by Agwmey regulationg snd moxs apocifi-
cally by internal issusnces. Records Coutrol Schedules epared fox
ibese organisationsl elements degoribe certein files that documsnt the
subgtentive functiens sssigned by these {ssnsnces. Those f1len aan
be of bemporavy or perwnent value depending on theiy current and
future vsefulness.

ke ¥roperly demignesed offices of record offer the following
adventages in records adoinistvation.

®. The records ame in the cuatody of the organizationsl
element that hoz a primary iaterest in the gubjact mebter or
function documented by the records snd the primary need to use
the Tiles.

b. Froperly orgenieed offices of record can furnish re-
ference service to otber organizationsl elensnte and thus cuvb
the mudntermnca of duplicete files.

c. Recorda diapositlon is Improved since permenendy and
Teuporary files can be more yeadily identified throvghout the
Agancy.

d. Overall sdminlatretion of arpigned funotiong osn be
fmpruved by e properly esteblished apd orgenteed office of

racord.
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. 2o Maintaining effective records disposition shosdules is

& sontiming job for Recorfis Officeva. It involves revieving snd
#nditing the prograc end revising schedilses ey approprisatse. In
iz work Lt ie importact o besy Io mingd e offLce of record cone
cept in opiey (o estabiish realistic retention periads, aond to
aetect Tilss that need pot e mainiteined.

Lo Abteched ip s perbied ligl of Agsncy officesn of pacord
slarivdogs some of the maberial Shey meintalis Lo carvviog out theliy
sinigned functions.
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